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FMPLOYMENT SECURITY AGENCY 
AD M I N I STR AT1 VE SE RV ICES DIVISION 

RECORDS MANAGEMENT AND CONTROLS 
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Application Nlmber 
' APPLICATION FOR 

I 

AMENDMENT TO 8ECORDS RETENTION SCHEDULE ~ I ,  I ._- -~ - 

Record SeriesTit le: 76-139 CETA Enrol lee Work Experience 
Paid Check Files f 

- __-~ _. _- ~-- 
FOR STATE RECORDS MANAGEMENT DIVISION USE 
Date Received Application No. Date Completed 

SEP 1 8 1980 76- 139-Q NOV f 7 1980 

Person to Contact: 

ttem number to be amended: Item 16 on old form Telephone No. 656- 3040 
Item 10b on new form (3/80) 

J 
Reads as follows: '*no'' on confidentiality of records 

Amended to read: "yes" on confidentiality of records 

rds  
same degree 

Georgia 
records confidentia 

__ . 

Reason for hange: inspec L o n  
: made avai 

mation ava 
. therefore 

lic service em 
I 1  

Date-.-- 
AUTHORITY: 'Federal 

' Division Dir'cctor/Dcsiynee: 
: 7  *+ 

Records Management Officer (RM&C): - Date__ 

ESA Director:-- .~~ . ~ Date- . ~ ~ ~ ~ _ _  ~. . - ~- __ 
State Date_l-*B.- ?!! ~- 
Secreta tate/Desiynee:- D a t e . k a - - x d -  

- 
ESA-143 (3/80) 



---- _I- 

rr 

1. Agency Address 
GEORGIA DEPAR?MEWI OF LABOR , 

SPECIAL PROGRAMS PAYMENT UNIT - ROOM 298 

_ _ _ ~ -  _ _ _ _ _  

UNEMPLOYMENT INSURANCE DIVISION 

254 WASHINGTON STREET, S. W. 
A X M A  -GEORGIA 30734- 

-_l 
I_ _- -- - cy7 4pelicatron Date 

- _ - ~  ----- 
4pplimtion Number 

-"=- I ----_---= 

FOR RECORDS MANAGEMENT iJSE 
Application Number - R*. 

Date Completed 
76-139 

DeteReceivd 

NOV 1 6 1979 I gAN 3 j ,980 
-I_ 

I X 

Y 
.. 

_- - -I- __ -- - __ I_ 

7. Remrd Series Description 

Documents relating to: 

T h i s  file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. - 

DSSBU&ING* 
TRAINING ACT PROGRAMS. 

FUNDS TO PARTICIPAFLS OF CCWREHENSIVE EMPLOYMENT 

Included are: 
CANCELLED CHECKS "(CEfA 23). 

File is arranged: 

Monthly Referenca Rate How often are records referred to which are: 

One to six months old --; Seven to twelve months old 
twentv-five months and older ---? *DISCRJEION OF AUDITORS. 

9. Annual Rate of Accumulation of Reeord: 
Letter-sire drawers -.-- - -; Legal-%ize drawers 

APF'ROXIM4TELY SIXTY ( 6 0 ) P E R  QUARTER. 

NUMERICALLY BY CHECK MlMRFR. 
o;-g-Jf  ._ - -  _--_I 

* 
; Thirteen to twenty-four months old 1 

,- ----- -- +.__- __&_L__ L- 

IBBM CARD BOXES, ; Shelves ; Other (specify) _- 



b. Does the wries contain to fidential i ormation requi ing security handling? If yes, cite law or regulation. I 

REGISTER, % O W  @+A NUMBER -- __ 6 5 ,  APRIL 3 .  1979. . 
~ - 7 ~[. C,Js this d vital record? ~ . , ~ '  ~~~ _____~, .  

i .  
-. L x  I ~ . ~ d ,  Does-this serietbaue higoriel or-long term ,research value? 

__documents be scheduled~ zmratek!  . ... 
e. When one . .  or two documents in the fiie make it necessary to keep the entire file for a tong period, could these 

_ .  ~~~ ~. 
. GZ 

,- .~ 
sntainehirl.tbis t e ~ s r n u ~ r w . ~ l ~ ~ ~ d b ~ ~ ~ c h  . cow.  
cdntained in this seris ever snalyzed and/oi.re?orded in a summarized report? 

,- '3 --~,, . - -  .,~. , 7  ~. __._I __I- -, , . 
~~ . .  WDY. ~ . -: 

of this series in your office, or in anotheroffice . . -  or agen,cy? . -- ~ 

- 
i '7 '7 * : '1 7 .>. 

, ,  ' .  _. ? ~T T i c 'T; I 1  -[ %_.l-k ,.~ I - ~ .  lrthis , ,  \ series [of a maior.mtion o f id  -~ ..~ rewlark , . m i a m -  

It. Rmntbn Rquirernentr 

~ ~ .. - ~- ~ 
~ 

. , < - I . L~ Dneathe-record series result inaromQuter~sriotaut?-_.~.~ 1_ 

The following requires the series to be kept: . 

- years. 1 .years. a. State Law ~ .- ~ -~ 

I ygars. b. Statute of limitation 
c. Federal law I ~ ~~ ~ ~ -.years. f. Federal retention instru&ioEs van. 

State 
1. Audit period -.- ~ 

.t 

- 5  ~. . .  .~. .... ~-.years. :.: e. Administrative ndd ~T 
.- ~ ~ ., ~~ 

HOLD IN 'CURRENT FILES AREA 1 YEAR, THEN TRAHSFER TO STATE RECORDS CEWIB, HOLD 4 YEARS. 

-- ~ . -  y r ~ ; L - : ,  
Calendar YeiCC] Fi&$year; a Othe; 9mT-m '~~ 5: ~ ,_i 

i . 1 *u _-_then, 

a Hold in th6 current files area --. .-month(s) - 1 - . year(s); then 
0 Transfer to local holding area; hold L~ --.year(s); then 
D Transfer to State Records Center; hold 4 ~ ~~. _-.year(s); then 

0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

Destroy. 

~. . z .  I . . .. 

NOTE: I$' Federal'audit questions are not resolved at .the end of 5 years, these 
records must be retained until resolution of such- questions,. 
1-;., . .-r i L ~. ;I q.:.7;,~,-, I~ .I L..~ : /  ~ . I  ~ 1,' F. . '$2 T., .~., , 1 - .ZiC -_--- ~ -7 - . ,7  r rv  ?.. . 

* il j. .. .. . 

~~ . 
~~ ~~ 

~~ ~ . ~~ . . .  
L ? . .  ~ 

i- . .-;:% t>?:% - ,  : , , , I  : i . - 

These instructions apply to a l l  prior and future accumulations of the series. 

*Y ~~. State Records ~~ Cotpittee ISignab) Date 
. .  .~ I lecommendations in para- 

raph 12 are approved. Lt ate Auditor /Designee 



i . .  

OF P R E S E N T  A C C U M U L A T I O N ;  
E R  A C C U M U L A T I O N  A N T I C I P A T E 1  

p..- 

, 

t h e y  are 1xmplc:,& through no f m 7 - t  of t h e i r  o m  and when they coxply w i t h  car t i i r l  reqaiirrsment 
The Division administers the payments of allowances and wages as required by the Manpower Pro- 
grams of the United States Departfnent of Labor. 

and fi1.e arrangement ) . 

File  is arranged: chronologically by date check is paid; thereunder numerically by check numbex I 
I ATTACH SAMPLES OF THE FIX 



15. Is the- <ormgthn contained i n  t h i s  s e r i e s  ever sumarized o r  published? [ 1 [ X I  
Attacd 

16. Does the  s e r i e s  contain c l a s s i f i e d  information'requiring secur i ty  hendling? 
08y' %f 'sumnary ' o r  publication. 

[ 1 1x1 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend or  terminate agency po l i c i e s  and procedwes? [ 1 [XI 

18. Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [:{I [ 1 

19. [ 1 . [ X I  

20. Does t h e  record s e r i e s  brovide data  as input t o  an EDP f i l e?  [ ~ .  J [XI 

21. Does t h e  record s e r i e s  contain documentation. produced as EDP pr intout?  f 1 [XI 

22. Has t h e  Federal Government issued ins t ruc t ions  governing t h e  retention/dispo- . I d  i . . l  

23. W i l l . , .  t h e r e  be a need f o r  these'  records 10, 15 'years from now? I f  yes ,  whet? [. 1 "XI 

f" 
I .  

Is t h e  series (o r  major portion of it) regularly microfilmed? If yes ,  why? 

. .. 

s i t i o n  'of these f i l e s ?  Federal  R s i s t e r  li (Vo1.40, -No.47, P a r t  111), "Guide t o  , 
'- . ' Records Retention Requirements" (January 1, 1975) P a r t  V I I I  . ,  

- I -- ~ 

2b. REQUIREMENTS. The following requires t h e  f i l e s  t o  be'kept -I_ y e a r s :  

a. [ ]STATE b .  [ ]STATUE ,OF ,  .c. [ IAUriIT , .d .  [ ]FEDERAL e .  ~ ~ 1 I N I S ~ P J i ~ I V E  ' . f .  [   HISTORICAL^ 
LIMITATION PERIOD. '' L A W  DECISIC:: ' .. VALUE 

(C i t e  L a ,  Statrcte, o r  o ther .  reason ' for  the retent ior .  requtremer.tl 
LAW 

3assrl uzon -stznctards cf d ispcki t ion  , f o r  ot,hor depsrtnents..  

25. AGENCY RECOMNDATIONS:  

See i t e m  22 . .  
.. . .  . .  

__ - ~ - -  
T h i s  agency recommends t h a t  the  f i l e  s e r i e s   be^ cut  off  at the end 

of each -[]CALENDAR YEAR ' -[]FISCAL YEAR -[#OTHER ** See -I. below - . ,then : 

1 Hold i n  the   current f i l es  area ' 1 month(s)/ yeads) :  . . '~ - 
[. ] Transfer t o  [ "1 S t a t e  Records Center [ ] Local Holding Area; hold year(s) :  
L ] Destroy. 
[ ] Transfer t o  S ta t e  Archives f o r  permanent retention. ' '  
[ 3 Destroy immediately af ter  cut-off. 

. . .  . .  
. .  

. : . .  . .  .. . .  . .  [XI Other: (Specify) 
To eliminate necessiQ- f o r  f i U n g  equipment and floor space requ i red  . t o  b 1 d  inactive record? 
over and above necessa~zy active f i l e s  t h a t  ,would b e  r e fe r r ed  to f requent ly  mtil proj,ect had 
been closed out. 
** Cut off f i l e  a t  the  end of each month, hold i n  current  f i l e s  area 1 year  or  u n t i l  Federal  

o r  S t a t e  Audit is completed, whichever is later: then t r a n s f e r  t o  t h e  S t a t e  Records Center 
h o l ~ X ~ d ~ ~ ~ ~ ; b ~ ~ ~ ~ ~ ~ o ~ ~ l e  f o r  recornendations above/or wr i t e  'cu?ditt.:aat remarks) : 

"See above statenentit 



. ;. 8 

Of 

GEMlt lA 

L ' PAM ' STATE O??ICI O? I I C D I 7 1 1 1  O? I T A T 1  7.- t 

1 
Application for DtIARTUtL7 4, & D C l l V C O  b I l m O W  

I I 1  
R E C O p D S  DISPOSITION STANDARD nicoiDe umcmi.7 D i v i i i O i  

8 . Earliest  & Lates t  

6/06/73 t o  da t e  
Dates of S e r i e s  

.,. 0.0 

Spec ia l  Rcg-rams Pqw-n t  Unit-Fm. 367 S t s t e  Office ~ k i g .  
Atlanta,  Georgia 30334 

DISPOSE OF PRESENT A C C U M U L A T I O N ;  
N O  FURTHER A C C U M U L A T I O N  ANTICIPATEf R E C O R D  W I L L  C O N T I N U E  TO A C C U M U L A T E .  

9 .  Exact' S e r i e s  T i t l e  Conyehensive Emplaymat TraSninp Act (CETA) 
Enroll ec Wmk F-pericnce Paid Check F i l e s  

- 

". What i s  t h e  funct ion of t h e  o f f i c e  i n  which t h i s  record  series is crea ted?  P The function of the UnPrm7 wis t .n t  Tnqurance DIvision j s t o  imc lewnt  the  Gccwsia EnnlovInrnt v -  I "  
_ - 1  

Secur i ty  Law which r equ i r e s  t h a t  I e y l  e n t i t i e s  enployiilg workers i n  G c o r s a  repor t  m d  pay 
taxes  on wages of such erployees; and t o  subsequently pqy b e n e f i t s  t o  such covered workers wher, 
they e r e  uhe!?plcyed through no fau!t of t h e i r  own and when they coiyly k i t h  certain.  r e q u i r e e p t  
The Divis ion adminis te rs  t h e  payments of allowances and wages as requi red  by t h e  Manpower Pro- 

The Spec ia l  Programs Payaient U n i t  r ece ives  i n i t i a l  enro l lmmt  ferns and e s t ab l i shes  a papicnt 
account f o r  each ind iv idua l  en ro l l ee  and t ra inee ;  rece ives  and processes veskly request for 
p a y a t  of allowances and wages inc luding  t h e  paynent of Incentive and Traininp Related Ripensc 
t o  p a r t i c i p a n t s  enro l led  i n  the Work' Incentive Propi-am. E s t a b l i s h  and m5n ta i  n con t ro l s  t o  
prevent dup l i ca t e  and overpayments; per iodjc  reyriew of records t o  a s c e r t a i n  continucd e l i p j b i l -  
r t j ;  maintenance of pzpient records and genera l  correspondence f i l e s .  

grams of t h e  United States Department of Labor. 
_- 

. L _  ~ 

11. This f i l e  conta ins  t h e  fol lowing documents ( inc lude  form numbers and t i t l e s ,  if any, 
and f i l e  arrangement). 

Docuinents r e l a t i n g  fo  die s ing  - W9rk-- Expirienco Wsge Paymcnts t o  Enrollees w d e r  t h e  
Comprehensjve Bqyloyiqenr Training Act. 

Included are :  Pafd Cance lbd  Checks for wages or  allowances earned through a program i n i t i a t e d  
by the  Comprehensive Employment Tra in ing  A c t .  . -  

, - '  
- /  

rranged : chronologica l ly  by d a t e  check  is p a i d ;  thereunder  numerica1:y by check numbel 



C 
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= . :  * P.; -2 * 

,i [XI  . [, I 

. .' .[ 1 [XI  

] x[X] 

I 1 [XI 

[ X I  1 

- P L  . ., ---+-- . _I_ 

*, ' YES ', . N F  QUESTIONNAIRE ?lac. a n  "S" t n  th .  pFop.r r o ~ u . n  i r  a n s w e r  I .  " Y r 5 . "  plr . . e  t x p l . i n  

13. Is t h i s  t h e  Record Copy)of t h e  s e r i e s ?  

15.  Is the  information contained in '  t h i s  s e r i e s  ever s ,upa r i zed  o r  published? i .  , .-[' - 

. .  

14. Is t he re  a dupl icat ion o f  t h i s  s e r i e s  i n  another o f f i c e  o r  agency? I ,  . .  
! I 

Attach copy of summary o r  publ icat ion.  
16. Does t h e  s e r i e s  cobtain c l a s s i f i e d  information ' requir ing secu r i ty  handling? ' [ ' ]  [x] 
17. Does t h e  s e r i e s  i n i t i a t e ,  

. .  . .  
amend or  terminate agency policies 'and procedures? 

. .  , .  . . .  . .  
18. Goad the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  s e r i e s  ( o r  major port ion of it) regular ly  microfilmed? If yes, why? [ 1 [ X I  

f . I  [ X I  

, [ 1 [ X I  Does ' the record series contain documentation, produced as EDP pr in tout?  

Has , the  Federal Government issued ins t ruc t ions  governing t h e  retention/dispo- ~ ' [ l d  [ - J  

20. Does the  . .  record s e r i e s  drovide  da ta  as input t o  an EDP f i l e?  
,- 

. .  
21. 

22. 

. ~ .  

: ' . s i t ion  of these  f i l e s ?  Federal  Regis ter  . -  '(Vo€.40, .No.47, P a r t  III), "Guide t o  . , . .  , .~ 
.~ 

. ,  
Records Retention Requirements" (January 1, '19'75) Part VIII 

23. . W i l l  t he re   be^ a . .  .need  for^ these  . .  r eco rds ' l 0 ,  17 .years from-now? If yes,  what? [. 1 .[xi - . .  .-- 

24. R E Q U I R E M N T S .  The, f o i l o w i ~ g  . ., - requires . . . . .  the ,  f i l e s  t o  be'kept,  4 .- . . . y e a r s :  . .  

B?zed . ~7 upon standa@s'~of . d < % p o s i t i o ~  . ., . .  f o r  * .  o ths r  departments.. . See i t e m  22 ', . '  . ' . .  . 

, ~ .  . .. . * *  
. .  

a.[]STATE . .  b.[]STATUI'E OF c.[]AUpIT.. .d.[]E~DERAL .e.mDMINISTRATIVE ',.'.f.[]HISTORICAL ..' 
. '  L I M I T A T I O N '  . z . PERI.OD',' . .  . .. . U W  . DECISION . .  VAL@ 

(Cite L&; Sta tu te ,  or otker'r&s'on for t he  re ten~t ion  requirement) . . 
LAW . , .  

. ,  . , . .. 

. .~ . .  . .  . ?  -~ . .  
. .  __ . .  

25. AGENCY REC0)IIFEKDATIONS: This  agency rebommends t h a t  ' the  f i l e  _series be, cut  o f f  at the end 
of each -[]CALENDAR YEAR - [ ]FISCAL YEAR .  OTHER . ~ ** See- below - - ,then : 

] Hold i n  the  current  f i l e s  a rea  ' , .month(s)/ - L y e a r ( s ) :  
[. ] Transfer  t o  [ 

. [  ] Transfer  t o  S ta t e  Archives f o r  permanent re ten t ion .  
[ ] Destroy immediately a f t e r  cut-off. [ X I  Other: (Specify) ' t  

S t a t e  Records Center [ ] Local Holding Area; hold 2. _ y e a r ( s ) :  
~~ 

., . . --- . , . .  * .  . . .  ,. ~: 

] Destroy. . .  

. .  . .  . . .  
. .  - . .  L 

, , . ~ , .  

To ellrninate necess i ty  f o r  f i l i ~ n g  equipsent and f l o o r  s G c e  required t o  . h d d  inactive records: 
over and above necessary active f i l e s  tha t  would be refei*'?ea t o  . f requent ly  u n t i l  project  had 
b e m  closed oat. 

** Cut of f  f i l e  a t  the  end of each month, hold i n  cur ren t  f i l e s  area 1 year o r  u n t i l  Federal  
o r  S t a t e  Audi t  is  completed, whichever is later: then t r a n s f e r :  t o  the  State Records Center 
h o l ~ ~ ~ ~ ~ ~ ~ ~ ; b ~ ~ ~ ~ ~ ~ o ~ a ~  f o r  recomendations 'above/or write 'addi t ional  remarks)  : 

"See above. s ta tenent"  


